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APPLICATION FOR RECORDS RETENTION SCHEDULE 

INSTRUCTIONS: See Publiation No. 76-RM-1 fw instructions on completini this fwm. Forward signed original to 
Department of Archives and History. Records Management Division, 330 Capitol Avenue, Atlanta, Georgia. 30334, 
Attention: Scheduling Section. 

FOR NlENCY - USE 1. Agency Address 1 FOR RECORDS MANAGEMENT USE 
Awlication Number Appllutlon Dan Georgia Department of Human Resources 

76-1\3 Division of Benefits Payments 
Food Stamp Unit - 618 Ponce de Leon, N . E . -  
Atlanta, Georgia 30306 

March 23, 1976 
Date Received D m  Completed *ppliution Number 

DHR-42 ____- 
Working Time Telephone Number 2. krmn to Contact 

3. Actlon Requeatsd 

894-4246 Ms. Loretta Knight Clerk-Typist I11 

a. 
b. 

- ,  

Estabiisn Retention Schedule; record will continue to accumulate. 
0 Dlspom of present accumulation; no further accumulation anticipated. 

c. 0 Amend Application No. Check One: 0 Change; 0 Supercede: 0 Void 
4. D m s  of Slriar 
Earliest Latest 

New Program 
March,197q present 
6. Divlalon and Office Function 

6. Records S.rle* Title lfollowed by tide used in 0ffke;'ifdifferent) 

PT)OD -s@m CffeDD a~ W)sT Fa-WeFITS _ _  MONTHLY REPORT FILES 

What is the function of ttW Division and the Office in which this record series IS created? 

The Divisibn of Benefits Payments i s  responsible f o r  supervising and r e s l a t i n g  ass i s tance  
programs which provide t o  indigents i n  t h e  State food and monetary assis tance and/or medical 
care. 

The Food Stamp Unit i s  responsible f o r  the administration of the Food Stamp program within 
the State.  t he  c e r t i f i c a t i o n  of applicant households; 
the acceptance, storage, and protection of coupons a f t e r  t h e i r  delivery t o  receiving points 
within the S ta t e ;  
t o  e l i g i b l e  households; 

Included, but not limited to ,  are: 

outreach t o  poten t ia l ly  e l i g i b l e  households; the issuanee of food coupons 
and t h e  control  of and accountabili ty fo r  the food coupons. 

-_ 
1. Racord %rkr h w i p t i o n  This file contains the following documents (include form numbenand tit/es, if my) :  

Attach samples of the file. 
Documents roleti 

a d m i n i s t e g g  the program t o  res tore  food stamp benef i t s  which had been los t .  

lnduded are: 
l e t t e r s  received from counties (State-wide) showing required information for  reporting 
monthly t o  Food Kutr i t ion Service, U. S. Department of Agriculture;  unnumbered forms: 

which shows county, number of cases authorized, amount of benefi ts  involved (summary form: 
"Credit fo r  Lost Benefits Monthly Report - Benefits Restored During the  Month of 
which shows counR, case name, case number, reason for  l o s t  benef i t s ;  month(s) benefi ts  
l o s t ;  amount resotred t h a t  month. 

11 
"Credit fo r  Lost Benefits Monthly Report - Benefits Authorized &ring the Month of- -- 5 

I t  

File is arranfpd: 
by month; thereunder a lphabet ical ly  by name of county. 

-_ 1. Monthly Reference Rate 
One to six months old 
twentv-five months and older -T- 

Lettn-rim . -. drawers 

How often are records referred to which are: 
new , ; Thirteen to twenty-four months old 20 ; Sven to twelve months old 

20 
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B. h n u d  Ratr of Accumu don o i  Re&- I '  
. L  

.. . - .  ; Shelves ;Other IweciQ) _-__ - la ; Legal-size drawers ' 
. ,  . . .  . . 

R-80-71; Ilw.70 low) 
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b. Strtuta of Ilmitation ', . .  a. Administrative need 
-f. Federal retention instructions 

.. L . ~i 

r~ - 
12. Approvrd Dlaposltion Inltructlons This agency recommends that the file series be cut off a t  the end of each: 

..... .~ ~, . . . .-, ' U Calendar Yeai: El Fiugl Year; 0 Other ;C- :. : I' . .  -''then,-' : '  

... ... . . . .  . . . . . . . .  - 1 -  - ~ .  . .>  i' : -. .~ . . .  .. _ . /  a:. ~. .. . .  . . . . . .  .__.; . 0.: :.'~ : ..-_ ~~ i_. \_ T A . -  -. .., . -  . ' L . .  ~ , .. 
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-: nj&h(r) -~ . ~ 1 -year(sl; then --. - :. ,. i ~ - z  I i ... ...... ~ -5.,--~- .. - ' - .. . .  . . .  -.: year(s); then -.I <r :., , = '- ' . 

Hold in thi nirrrnt filssaroe - - ~  '. 

. . . . .  . . . . . . .  
. - ~ - !  .~ . 

0 ~ TrMCtifn, m-1 holding st&; hofd 

S# Destroy. 
0 Tramfar to Strtr Archives for prmnent retention. 
0 0th lspeCifLl 

.. ~ . . . . .  T r rnd r~  to Ststa Rewidsbn&r: hofd ~" ' .. ' 2 yedr(s); then - r ~  ~. i .. ..SL C-I~ I: . . .  - -  I * ~  . _. -2. c. 
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Theio hstruaions apply to all.pior and futu%acc~mulations of the'kries. 

b n w  Hudlbtignre (Sislrla_turcl Date I Records Management Officer /S!gnamd Date 

Recommandations in para- 


